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Working with Budgetary Accounts

g ienbrss. | \Working with Budgetary Accounts

» There are five types of Budgetary Accounts in the Accounting
Classification Structure:

ACS

Appropriation
Apportionment
Allotment

Allowance

Operating
Budget

» Budgetary Accounts are added or deactivated if the IC is making changes to its budgetary structure.

« ICs will typically only add or deactivate Allotment, Allowance, and Operating Budget level accounts.
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Overview of Account Request Process

« {esinbrss
- Sul SR L -

Overview of Account Request Process

Budget Staff
identify need for
new Account

Are new Allotments;
Allowances or
Operating Budgets
needed?

IC completes
Account Change

Are new CANs
(Projects) needed?

NBS Team
creates new

CT NBS Team

Legend
B |C Budget Staff EEEE OFM

—/ et

IC creates new
Project request
online in the
NBS

OFM
establishes new
Project in the
NBS

Accounts are
converted to
MAS and sent

Request Form Operating Budget
offline accounts to ADB

» All new account requests for both the ACS and the MAS are now made through the NBS.

* New Allotment, Allowance and Operating Budget requests will be made using offline forms that are
available on the NIH portal http://my.nih.gov — NBRSS Budget/Finance Community. These sheets will
be completed and emailed to the NBS Project Team, who will set them up in the NBS.

* Once an account is created in the NBS, an automated process will convert it into the MAS format and
forward the legacy CAN to the ADB.
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Overview of Deactivation Request Process

Overview of Deactivation Request Process

Legend
BN |C Budget Staff HEEE OFM
T NBS Team —/ crr

Budget Staff Budget Staff
identify Is the account a Complete Project OFM
accounts they Project? deactivation deactivates
no longer want request form in the Projects

to use NBS

IC completes NBS Team

Operating deactivates

Budget Change Operating
Request Form Budget Account

CIT deactivates
accounts in the
ADB

*  All account deactivations are also now made through the NBS.

« Allotment Allowance and Operating Budget deactivation requests will be made using form that is
available on the NIH Portal. These sheets will be completed and emailed to the NBS Project Team,
who will deactivate the requests accounts in the NBS.

* Once an account is deactivated in the NBS, an automated process will forward the deactivation
request to the ADB, where the related MAS CAN will be deactivated as well.
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Requesting Budgetary Accounts

i Portal: Commu
Fle Edt View Favorites Tools Help

Microsoft Internet Explorer

s=Back - = - @D 2} | Desearch GEiFavorites @ivedia £F | By S =

Address [&) https:/imy.nih. govinihjcommunities/community. asp?Liser [D=130Z3808:CommunityID=31 6&intCurrentPagelndex=0

NES Fnance
» Produstion
“Liue" enuiranment for OFM and
Bldget usars
Sandbog
Practice =nuiranment for OFM and
Budget usars, Requasts and antries
will NOT b processad.
» Training

For training class use onky.

NBRSS Training (=% [EaTE [52

NBS Budget Entry for Allowances and Operating Budgets
October22 1:00- 4:00

5707 Dermnocracy Blvd, Room 1034, Bethesda, MD
October 28 9:00-12:00

6707 Democracy Blvd, Room 1034, Bethesda, MD
October30 9:00-12:00

6707 Demosracy Blvd, Room 1034, Bethesda, MD

General User Guidelines
NES Rules Of Behavior

Data Ori

7 Having trouble using the NBS Finance
& arplication?

Call support at 301-496-HELP(4357)
(7:00 AN to 6:00 PM EST Mon-Fri)
Applications and Utilities =¥ [Eait [

® Cilean Cache
Clean the browser cacha,

Budget/Finance Support =[P

Movernber3 10:00 - 12:00
Fernwood Building, Lower Level Classroom, Bethesda, MD

Data Budget & Finance

Moved to October 30 1:00 - 4:00

Moved to Building 124, Room B47, Bethesda, MD
Movernber 18 9:00 - 12:00

Building 124, Room B47, Bethesda, MD

December 8 9:00-12:00

Fernwood Building, Lower Level Classroom, Bethesda, MD

Budget Tracking
December 16 9:00- 12:00
Building 124, Room B47, Bethesda, MD

Enroll

Enroll

Enroll

=

Receivables User Guide

Data'Warehouse (Budget & Finance)
NIH-d=fined reports and custam
reports, comparison and analysis,
balance of accounts, budget tracking,
purchaze card reparts
Department of Treasury: EMS
Fauments, elactronic mansy.
collactions, gousrnment-wids
aceounting, debt collaction

Office of Financial Management

Hub of program budget and resource
accounting st NIH Operating budocte,

news, accounting & infarmation,
® NI Funids Control Folicy
Folicies for funds control with a
iscussion of raimbursable funds.

IENETE
Find circulars arrayed by numerical
sequence; or Circulsrs indexed by
esior caboory such s B

® Change One Budgetary Account
Uss thiz form to establish or
desctivate 3 single sccount in the NES
and Mas.

® Change Many Budaetary Aceount
Use this form to establish or
desctivate multiple accounts in the
[ES and MAS
—

NERSS User Access
Procedures == [ [ 52
® MBS Access Plan
Describes the precedures for
requesting sccess o MBS applications.
MBS Systern Roles
Describes user roles inthe HES and

dstare||| By [ & 1 D O || B

b, | B5ss, . | ®op.. | Byon..|[EPor.. &lsT... | et ... | Eric... | ElMic. .

The NBS provides two forms that will be used to submit all requests to set up or deactivate

Budgetary Accounts.

These forms can be accessed through the NIH Portal on the NBRSS Budget/Finance Community

page.

The updated NIH Funds Control Policy is also available on the Budget/Finance community page.

© Internet

SLTEE
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Requesting a Single Budgetary Account

Requesting a Single Budgetary Account

Pick the format you prefer. Complete the codes using your IC copy of the MAS report and the codes in the ADI tab. Email just this sheet to NBRSS-Budgets
To see a sample of each farmat, page down

IC Acronym 11-Jun-2003
Request to Change Operating Budget (MAS Allowance) Accounts
Single Regquest Format

Add or delete?

MAS Values ACS Values

T [Fund

Direct/Reim

First FY of use Budget FY

[Fund Limit
|Allot Crg

Allotment #

Allowance # Org for Op Budget

Accounting Dt Internal/External

Budget Activity [Budget Activity

Tvlech
Line Ttern

SGL 461003

Sub Budget Activity

Use the hard copy MAS report ko,
find these codes ——requestnew

copies of the report From OFf
Gov't Acck Branch

English Label:

SAMPLE: to add one allowancefoperating budgst

MAS Values ACS Values

laok in the account et For values already in

Use - the cambination you place here musk

i 284 [Fund nok be used previously if you are adding an

08028420031DA0

Direct/Reim D account

First FY of use 2003 Budget FY 2003

Allotment # 01 Fund Limit 01

[ Adlot O — e

[when sdding, the allowance

[rumber is not et known -

Allowrance # Org for Op Budget HMK1000000C

[vhen deleteing be sure to

Accounting Pt InternalExternal E specify the number already

a=signe

Budget Activity [Budget Activity ooos2

Sub Budget Activity 005
this walue will always be

9593 461003 in the request
451003 Format (it is For MBS usc)

English Label: Keep it short, put the IC acronym at the start of shared fands

»  Steps for completing new account request forms:

1.
2.
3.

Identify the need for a new account(s).
Identify the MAS Values using your hard-copy MAS report.

Identify which specific ACS segment values must be combined to create this new account
using the ADI tab of your Budget Entry spreadsheet.

Complete either the single request form or the multiple request form, depending on the
number of accounts you are creating or deleting.

Email this form to the NBS using the “NBRSS - Budgets” mailbox located in the Microsoft
Outlook Global Address List.

If you are unsure of the specific segment combination needed, the NBS Team will help you
to identify which values compose your new account.

Receive confirmation from the NBS Team that the Operating Budget has been established.
You will also receive a new Budget Entry spreadsheet including the new change.

Request the Project level CANs through the Oracle New Project Request form.
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Requesting Multiple Budgetary Accounts

Requesting Multiple

Budgetary Accounts

to Change Op g Budget (MAS
Multiple Request Format

Accounts
WAS Values AEE Vaiios
Threct|Firs 5

Add or
deloteT

Fund

[ACE Valies

English Label Feep it short, put the IC

acronym at the start of shared funds
[Fund

[oenzaaz0310a0] 2
oA 2000 0AD

261003
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Working with the ADI Tab of the Budget Entry Spreadsheet

% {2inbrss Working with the ADI Tab of the Budget Entry
X st RN | Spreadsheet

26 | MHGRI ol MOME EXTERMAL ALLOWANCE

27 | MHGRI o1 S427240 HURARM GERNOME-REIMEURESAELE AUTHORITY "o
28 | mMHGRI
29 | MHGRI ol MOME INTERNAL ALLOW ANCE 000
30 | MHGRI o1 S3F2a133 INTRAMURAL REZEARCH-REIMEUREAGLES 200
31 | mHGRI o 3329225 RESCH MGRT & SUPPORT-REIMEUREAELE ALTH 130
32 | MHGRI
33 | MHGRI 26 &330816 CRADAM
34 | mHGRI 26 MOME INTERNAL ALLOW ANCE o000

6 | mHoE | oas 5 ASTE MNHGRI COOFERATIVE REZEARCH & DEVELORFRETD a0
TR Check Totals Tie  » Step 1 New Budget Skep Z Previous Budget 4 Step 3 Changs

* The ADI Budget Entry Spreadsheet contains several worksheets to help you implement and manage
the budget entry process. These worksheets work together to ensure that your budget information is
appropriately updated.

* The ADI tab contains the MAS codes for your budgetary accounts and the corresponding ACS
values. You use this tab when requesting new budgetary accounts.
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Working with the ADI Tab

SIS |

ik =l )

D BB % BT - T 8T A =0 =D F U (EERE (D%, W - 2-4A -7
|

1t i B WIS wisen i Boading pousrrals 1o O mch

14 T4 1 THII s Tt 7 Picasndh o Ol £ Ehioch Tokol T4 Siee 1 T bk Sk 2 Pravhcus Bgst A 91 3 Ghaaa ket /Tl " il i
Ot [ G| dgpestagess S W (OB A0 ™ EF-A-=ETE0E -

Foady
e | 40 e D DO || e | Eeeta. | e | e | Agniee | by | st0e | [Eer Hjzooe.. | [(R@E IS AL wman

* The ADI tab contains MAS and NBS values for all budgetary accounts.

+ This tab is currently used by the NBS to load budgets into the NBS GL, but can also be used as a
crosswalk between the new and old account structures.

*  The rows are color coded to indicate which budget level is shown*:
2. Red = Fund
3. Blue = Allotment
4. Green = |IE Allowance
5. Orange = Operating Budget

* Level 1 is not visible at the IC level, and 6 is used in other NBS spreadsheets to
indicate Project level accounts.
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Working with the ADI Tab

< ieinbrss

Working with the ADI Tab

Link MAS to ACS

This area idertifies the legacy account for continuity

Comments| F[ICAcronym [IC # CAM

Appropriation Leg

Allow

Shared
Allotme
nt

Account Label

Change to
account?

232I200
8397103
MOME
a427250

S997101

=]
19
20
™
22
25
24
25
2B
27
28
pra=]

)
=1

2329225

F990816
MOME
2324875

2950161
MOME
23EITEY

8397212

RESEARCH MANMAGERMENT MO SUFFORT

SMALL BUSINESS ALLOTMENT
EXTERMAL ALLOWSRCE
HUMAR GEROME RESESRCH-SMALL BUSIMESS PROGRARM

ANNUAL GENERAL REIMBURSAEBLE ALLOTMENT
EXTERMAL ALLOWARNCE
HUM AR GEROME-REIMBURSAELE AUTHORITY

INTERMAL ALLOWARCE
INTRAMURAL RESEARCH-REIMEURSABLES
RESCH MGMT & SUPFORT-REMEBURSAELE AUTHORITY

CRADA GENERAL DIRECT ALLOTMENT
INTERRMAL SLLOW ARCE
MHGRI COOFERATIVE RESEARCH & DEYELOFMENT ARREEMEN

ROYALTY 4/& ALLOTMENT
INTERRAL ALLOWARCE
INTRAMURAL RESESARCH ROYALTIES-MHGRI

ROYALTY 204 ALLOTMENT
INTERMAL ALLOWARCE
INTRAMURAL RESESRCH ROYALTIES-MHGR!

TS

new in 2004

Fakan 1 Mam Rodasr

FSran 3 Bravians Rudask | # Shen A3 chanas b oadi

*  The values on the left side of the worksheet with the Green headings are the MAS budgetary

accounts and CANSs.

NBS Budgetary Account Requests
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Working with the ADI Tab

Working with the ADI Tab

Link MAS to ACS

Cheek the light blue area messages are ok
FILTER TO FLAGGED LIME,Copy fram Aagged solumn(Upload to ADN to Journal Dessription column ta the ADI File.

4 x| s Do cries

Guartor | ra &DI o 2 Future

oae arve
1o HHGR1 AL ADIEUDSET [ 102002 20251z00410A0 2 Frre——
t-Go-2003 202 5za04 1O 10000000

t-Go-2003 302za04 DA Hha10000000
o200z pa0zeIz00ATDAN Hnaromone

srezsizesainas .
ic HHGRI AL ADIPUDSET [ 102002 pa0zeIz00ATDAN 99999999990
[t pr0zEIzo0aIDAN Hiarms

szeza1zenamnAl . 5
i HGRIAL] ADIEUDEET | 10200z pr0zEIzR0aTRAY B sseveranany 0014
1G22 2025z0041RAS Hna1000000c 10017

10013

ic HHGRI AL ADIPUDSET [ 102002 panzerze0aTRAn 99999999990
t-Go-2003 s0zsza0ATRAS Hhat0000000

1 HHGR1 AL ADIBUBSET | 1-0ce-2003 430045200400 80 39599993554
t-oa-2007

srar3sze430A .
1 HHGRI ALY ADIBUDGET | 1-0ct-2003 usp13szONAIDAD 55999999999 10023 lnivial Set up
t-oa-2007 pR0tEEzO0ATDAY "y 1nnzs i

s2308: .
ic HHGRI AL ADIPUDSET [ 102002 pR00z00ZOAY 99999999990

srereazeeaznne .
t-Go-2003 42015320033 0A0 10000000 nivial Soz up.

F
]

wone arve
oezonr [wsostozoosenan P [r——— ™ sass 40 iiviat £
forl =] 4 e lus o003 2004 o s s st zer
14 [a TR T iear Tnfa # Bamieck baw (nRd  # Chack Takale Tie  # SFan 1 M Bodask 4 Gtan 2 Bravienos Bodask 4 Skan @ Chanos ol L

B |usn ieswsriaulaoieusser s
v |

*  The values on the right side of the worksheet with the blue headings are the NBS segment value
combinations for each budgetary account.
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Working with the ADI Tab

D= s Q&J\;ﬂ‘ zism
= \ma Fames,‘

Form. Shovs Al
Subtatals,
Vahdatmn

= Cummem
I

e ] -_1t- L e [neet Pgwal [oek Qata wedkew Helo
Table... Do Med @SR X4 Mm@ x #4547 e sz «m s ou(Ew ek, W e
Text b Colmns, . : s
[heck e nare b Cammants
e = B T —— S

i) pivatTable and PivatcH

Get External Data
$ Refresh Data

[ D wIfs User lnfn Request New Opid Check

ia a5 e irfe . Reguest e Opbd 'rwmml»,{«m Dudget [ Step 2 Previcus Budget | Sep 3 Change hadi |« —
| oraw - Iy ¢ | autoshepes - \DO.‘@\& Opes B G | nposhepes = w0 Gl o | O - ,g, E-ESE -

Ready it ke e

M| G H L DO || B e @) | Bee] WA 2 DO || el ]y mp] dn ] S s 5 Do s e 81 RPLSAHL anm

*  When requesting a new budgetary account, the code combination you select must be unique.

* To determine if the account combination you are requesting already exists, you may set filters in the
Fund, Fund Limit, Organization, Budget Activity, Mechanism and Line ltem columns:

1. Click on the Data pull down menu and select Filter, AutoFilter.
Result: Filter pull down menus will appear for each column on the worksheet.

2. Using the filter pull down menus, select the Fund, Fund Limit, Organization, Budget Activity,
Mechanism and Line Item values that you would like to use to create your new account.
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Working with the ADI Tab

Ed Microsoft Excel - NHGRI ADI start 2004 sent to IC
J File Edit Wiew Insert Format Tools Data ‘window Help
JD@E|§@.H\?}/|¥:E@lnv|Z%lEl?JAnal - B F T

569 M| =]
=] = I =T
ot

S | T I u v Tw = | [Z] aa [ae| ac|an] AE |

=ck the light blue area mes=sages are ok
TER TOFLAGGED LINE,Copy from Hagged column(Upload to ADI) to Journal Description column ko the A0 File

upload Catoqary Azzaun king Diake [Fund EFY Cited[Fun| Allat | Oraanization Eudask
ke ADI 4 Orq Activity]
Lim #Pram

- - - - - - | - -
o IGHHGFRI OF [0 EUDGET 1-Dck-Z003 nENZATZ00d1R AN 3] HHdtooooanc |1 [oozdz aa99]{dE1003

Filter on these columns to
identify a unique account

« If values still appear in the columns after you set all of the filters, the budgetary account already
exists and cannot be requested again.

*  You will need to select a different value for the Organization, Budget Activity, Mechanism or Line Item
that makes the account combination unique.

* In the future, Budget staff may be inputting new accounts directly into this worksheet, rather than
submitting requests to the NBS.
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Identifying MAS Values for Request Form

12361 Query User - Finance
File Edt Ouery FResuks Host Report Tools Window Help

] sl e S| & e [ of] mlE| B o]

[EIreport - Mas

10/16/03 12:38:50 PM

Report MASOL NIIVNBRSS

MManagement Accounts Structure - Legacy
For Appropriation FY = 2004

Allotment Project TR Project Nbr  Project Nbr

CAN CAN (MAS) (NBRSS) Project Description

IC:
™ IMN

Appropriation: RESEARCH & DEVELOPMENT AGREEMENTS
Allotment Allotment : 26 CRADA-HATIONAL HUMAH GEHOME RESEARCH INSTITUTE

Budget Activity: 73 INTRAMURAI. RESEARCH - HHGRI
260 WHGRI COOPERATIVERESEARCH & DEVELOPMENT AGREEMEHTS Allowance
D 999329 114115 To0z2-37

bl 99999 114116 GENETIC DISEASE RSCH CRADAL

Cost Center:
s990816 EE] 114117 GENOME MOLECULALR BIOLOGY CRADLL
Cost Center:
s990816 EE] 114121 GTE CRADA 1
Cost Center: 264 WHGRI-CRADAS-MGB
So80516 5324875 5324564 114122 LTR AINTISENSE TECHWOLOSGY, INC.
So80516 5324875 5337460 114123 ORTHOGENE INC #9510-32
Cost Center: 265 WHGRI-CRADAS-CGTB
1

Page 14

*  Use the on-line MAS report from the NIH Data Warehouse DWQuery Budget and Finance module to
identify the MAS information needed to complete the change request form. The report is located in
the Accounting Structures section of the Budget Maintenance window.
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